
Section 1: Centre Details and Our Contact Details

Centre Details

Centre Number:

Centre Name:

Centre Address:
Head of Centre
Name:

Email:

Telephone:
Product Contact
Name:

Email:

Telephone:

Product Number:

Product Name:

Actual Visit Date:

Report amended on:

Visit Duration:

Session:

DCS:

Our Contact Details
Customer Support Assistant
Name:

Email:

Telephone:
Business Development Account Manager
Name:

Email:

Mobile:
External Quality Assurer
Name:

Email:

Mobile:
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Section 2: Previous Action Plan

Has the centre carried out the actions agreed with the External Quality Assurer regarding:

Fully actioned Some action
outstanding

No action
taken

No action
required

Management Systems and Administrative
Arrangements

Resources (Physical and Staff)

Assessment

Internal Quality Assurance

Feedback to centre
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Section 3: Management Systems and Administrative Arrangements

For information: Sections 3-6 are to be graded using the 6-point scale described below. The statements identify the
systems/evidence centres have in place for the delivery, assessment and internal quality assurance of this product. Any actions
identified will be highlighted in Section 9 of the report.

1 = Excellent (no action required) 4 = Requirements Not Met (significant action required)
2 = Meets requirements (recommendation identified) 5 = Unsatisfactory (immediate action required)
3 = Discrepancies within tolerance (action required) 6 = Not Applicable

1 2 3 4 5 6
3.1 The centre's aims, policies and procedures in relation to the product are

supported by senior management and understood by the assessment
team

3.2 There are procedures in place to ensure effective communication systems
between all levels of staff and in all directions (including satellites,
placements and staff who work remotely)

3.3 Staff responsibilities, authorities and accountabilities of the assessment
and internal quality assurance team across all assessment sites are clearly
defined, allocated and understood

3.4 Time is allocated for regular team meetings for all staff involved in the
teaching, assessment and internal quality assurance of the product

3.5 A staff induction and development process is in place for the assessment
and internal quality assurance team

3.6 There are documented policies including but not limited to appeals,
complaints, health and safety, safeguarding, malpractice and plagiarism,
conflicts of interest and diversity and equality

3.7 The centre meets the proposed GLH within the specification (where
appropriate)

3.8 There are appropriate staff, resources and systems necessary to support
the accumulation and transfer of credits, the recording of exemptions and
recognition of prior learning

3.9 Learner personal data is collected and held in accordance with the Data
Protection Legislation, including the Data Protection Act 1998

3.10 Marketing and advertising of the product(s) is clear, accurate and not
misleading and where applicable, complies with our guidelines

3.11 The centre has a robust registration and certification process in place and
registers learners in a timely fashion to allow for external quality assurance
to take place

3.12 Learner claims for certification are correct and claims are valid

3.13 Where product(s) have been written and developed by the centre, there is
a robust process in place to ensure the content is fit for purpose

3.14 Learner records and details of achievements are accurate, kept up to date
and securely stored in line with our requirements and will be made
available for external quality assurance visits and auditing

3.15 There is a process in place for withdrawing product and learners from us

3.16 The centre's achievements will be evaluated and reviewed and used to
inform future product developmental activity
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3.17 Feedback will be used to evaluate the quality and effectiveness of product
provision against the centre's stated aims and policies, leading to
continuous improvement

3.18 Requests are complied with from us or the regulator for access to
premises, records, information, learners and staff for the purpose of
external quality assurance or other monitoring activities

Observations and feedback regarding management systems and administrative arrangements
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Section 4: Resources (Physical and Staff)

1 2 3 4 5 6
4.1 The product is adequately staffed

4.2 Assessors are occupationally competent and knowledgeable

4.3 Internal Quality Assurers are occupationally competent and knowledgeable

4.4 There is appropriate Continued Professional Development (CPD) provision
for staff involved in the delivery of the product

4.5 Equipment and accommodation used for the purposes of assessment
comply with the requirements of relevant business legislation and product
requirements

Observations and feedback regarding resources
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Section 5: Assessment

Assessor:

1 2 3 4 5 6
5.1 The assessment is mostly:

1 = at the main site, 2 = at a satellite centre, 3 = in the workplace, 4 = via
distance learning, 5 = blended learning

5.2 Assessors have full, up-to-date documentation

5.3 There is a planned programme of delivery and assessment methods
available for the product which meets our guidelines

5.4 Information, advice and guidance about centre procedures and practices
are provided to learners and potential learners

5.5 Learners' development needs are matched against the requirements of the
product and an agreed individual assessment plan established

5.6 Learners have regular opportunities to review their progress and goals and
to revise their assessment plan accordingly to meet their chosen product

5.7 Any achievement for Recognised Prior Learning (RPL) has been recognised,
recorded and checked for appropriateness (where applicable)

5.8 Assessment methods used are valid and reliable and allow access to
assessment for learners

5.9 Assessment including any grading decisions have been applied in
accordance with national standards as outlined in the specification

5.10 Learners receive regular verbal and written feedback after assessment

5.11 Each unit of assessed evidence is named, signed and dated by the Assessor
and learner

5.12 Assessment records show accurate assessment tracking, progress and
achievement

5.13 Adequate procedures exist to ensure secure and safe storage of current
and completed learner assessment records and examination materials

5.14 There are suitable arrangements to administer exams to ensure
compliance with our external assessment regulations

Observations and feedback regarding assessment
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Section 6: Internal Quality Assurance

Internal Quality Assurer:

1 2 3 4 5 6
6.1 The Internal Quality Assurers are mostly:

1 = based at the main site, 2 = based at a satellite centre, 3 =
freelance/home based.

6.2 An appropriate IQA strategy and sampling plan is in place which is
reviewed regularly and corrective measures implemented

6.3 Suitable arrangements are in place to ensure adequate liaison, consistency
and standardisation takes place across all sites including any satellite
centres

6.4 Allocation of Assessor responsibilities are clear and meet the needs of
learners and Assessors

6.5 Assessors have been provided with accurate advice and support to enable
them to identify and meet their training and development needs

6.6 Assessors have been assisted with arrangements for learners with special
assessment requirements (where applicable)

6.7 Assessors have been assisted in resolving disputes and appeals (where
applicable)

6.8 Assessors are provided with clear and constructive feedback on the use of
different types of assessment methods, judgement of evidence and
assessment decisions

6.9 Assessment is internally quality assured, and each unit of internally quality
assured evidence is named, signed and dated by the Internal Quality
Assurer

6.10 Sample dates are consistent with dates in the IQA sampling plans

6.11 Up to date records of internal quality assurance and feedback to Assessors
have been maintained

6.12 Adequate time has been allocated to carry out internal quality assurance
duties

Observations and feedback regarding internal quality assurance
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Section 7: Learners Sampled

Batch No. Session Status Learner Assessor IQA Units sampled

Reliability of Assessment:
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Section 8: Learner Feedback

Product Number and Name:

How many learners have been spoken to as a part of the visit?

Purpose – Has the product achieved its purpose for all learners interviewed?

Content – What did the learners interviewed think about the content of the product?

Support – Did all learners interviewed receive a reasonable and appropriate level of support?

Validity of Assessment – Were the learners able to provide evidence of knowledge and understanding to justify the
outcome of assessments?
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Section 9: Action Plan for Centre

Management Systems and Administrative Arrangements

Action:

Resources (Physical and Staff)

Action:

Assessment

Action:

Internal Quality Assurance

Action:

Action plan discussed and agreed with the centre? YES / NO
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Section 10: External Quality Assurer/Head Office

Action For Action Required By when
External Quality Assurer

Head Office

Do you recommend continued approval for this product? YES / NO

Do you recommend continued approval for the centre? YES / NO
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Section 11: Additional Information Sheet

Any additional comments regarding the visit
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Section 12: Centre Feedback

We really value centre feedback and this is a great opportunity for you to tell us what you think of the product. All feedback will
inform the product evaluation and help our Product Development team ensure the product is meeting its intended purpose.

Product Number and Name:

Do you think the product meets its intended purpose? If so, what 2 specific features did you like most about the
product and if no, what prevented it from meeting its intended purpose?

Do you think the product meets the needs of you and your learner? Please explain how.

Do you agree that the number of hours we have assigned to Guided Learning and Total Qualification Time for this
product are appropriate? If not, please explain your reason.

What are the typical progression routes for your learners after studying the product? Please be as specific as possible,
including if the learners progress within the same subject area or different, progress to further study or employment.

What are your thoughts about the content and assessment of this product?

Do you intend to keep running this product? Please state your reasons for and against.

Is there anything we could do to make the product better? If so please give examples.
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